BACKGROUND CHECKS
RATIONALE

The Department of Energy considers Berkeley Lab to be a "gateway" laboratory to the DOE system, and the revised Background Check policy in the RPM (Section 2.01 D5) is consistent with expected DOE requirements. A check of a candidate’s background is intended to serve as an important part of the selection process when hiring new employees after July 15, 2005. A background check is conducted to promote a safe work environment and to protect our laboratory’s most important assets: the people we serve and the people with whom we serve. It assists hiring authorities in making prudent employment decisions based upon more comprehensive job-related information, and also assists the laboratory in maintaining a high-quality workforce.  
PROCEDURES
1. Prior to extending an offer to a prospective employee, the prospective employee must complete and submit the Background Check Disclosure and Authorization Form AND the Employment Application Form (both forms may be found in the HR Forms website under Employment Forms).  
The forms may be given to the prospective employee by the HR Center staff or the Recruiter, depending on the practice of the particular Lab division.  Prospective employee must be advised to keep the 1st page of the Background Check Disclosure and Authorization Form, and to check the appropriate box to request a copy of the Background Check report if the prospective employee wishes to receive a copy of the results.

The HR Center staff or the Recruiter must provide the Project ID to be charged, and the name of the division that is employing the prospective employee on the appropriate fields at the bottom of the Background Check Disclosure and Authorization Form,  prior to giving the form to the prospective employee.

2. All job offers must be made “contingent upon successful completion of a background check.”  New language for the offer letter has been incorporated into the Offer Letter templates, which may be found in the HR Forms website.  A new employee may begin work prior to completion of their background check, with the understanding that their offer of employment is contingent upon successful completion of a background check. 
3. After the contingent offer is made, a copy of the signed forms may be returned by the prospective employee via FAX to the Background Check Coordinator to expedite initiating of the background check, but the original must be returned to the HR Center or the Recruiter and forwarded to the Background Check Coordinator.  The original will be filed by the Background Check Coordinator.  The HR Center staff / Recruiter can record receipt of this form in the candidate file, to note that the Background Check was requested and is awaiting completion.

4. The HR Center staff or the Recruiter should communicate the level of background check that is being requested, by checking the appropriate option at the bottom of the Background Disclosure and Authorization Form prior to sending it to the prospective employee.

The options are:

· Package 1:  SS# verification, Employment verification, Educational degree and / or Professional License verification, Criminal Conviction check, and DMV check. (for all employees except students and GSRAs) – current cost is $48.95 and additional $10 for foreign university degree checks.

· Package 2:  same as Package 1 plus Credit check for employment (as requested by Office of the CFO for certain employees as noted in the RPM) – current cost is $58.95
· Package 3:  SS# verification and highest educational degree verification (only for Students & GSRAs) – current cost is $9.95 inclusive of any fees 
· OIG-GSA check:  Check of the Federal Debarment list for recipients of NIH funding – current cost is $4.95

5. After the background check is successfully completed, generally three to five working days, the Background Check Coordinator will notify the HR Center and the involved Recruiter via email, and make the  appropriate entry into the HRIS (Peoplesoft) to record completion of the background check.   Verifications of educational degrees or professional licenses from foreign countries may delay the completion of background checks beyond the three to five working days.
6. On those rare occasions when the background check is not satisfactory or where there is adverse information from the background check, HR will provide guidance and a recommendation to the supervisor and appropriate division manager. 
7. Misrepresentation of fact in the application process which is subsequently uncovered in the background check will be sufficient grounds for termination of employment or cancellation of job offer without advance notice at any time.
8. A conviction record does not necessarily disqualify an applicant from consideration.  In cases where there may be some question as to whether or not the record is sufficient to warrant disqualification from further consideration, additional information may be requested from the applicant.  The applicant is entitled to view the report and is given an opportunity to provide additional information.  
Consideration will be given to a variety of factors including whether the nature of the conviction is relevant to the duties of the employee; whether the conviction was as a minor; whether the employee has been pardoned or if the sentence was commuted or reversed on appeal; and the prospective employee’s employment history since the conviction.

9. The cost of the background check will be paid for by the hiring department.  The requestor of the Background Check will provide a Project ID to the Background Check Coordinator at the time of initiating the background check, by noting it on the Background Check Disclosure and Authorization Form at the time of submittal to the Background Check Coordinator. 

10. Invoices from the vendor will be certified for payment by the Manager of Workforce Planning & Employment, with input from the Background Check Coordinator.
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